
Employee Feedback and Development 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager Name] 

Subject: Feedback and Development Plan 

Dear [Employee Name], 

I want to take a moment to reflect on your performance over the last [Insert Time Period]. Your 

contributions to the team have been greatly appreciated, particularly in [specific project or task]. 

Your [specific skills or qualities] have shown through in your work, and I commend you for your 

dedication. 

However, I believe there are opportunities for further growth. I would like to discuss the 

following areas for development: 

• [Area 1] 

• [Area 2] 

• [Area 3] 

To support your development, I propose the following action items: 

• [Action Item 1: Describe what will be done] 

• [Action Item 2: Describe what will be done] 

• [Action Item 3: Describe what will be done] 

Let's schedule a meeting to discuss this feedback in detail and explore your thoughts on how we 

can work together to achieve these development goals. Please suggest a convenient time for you. 

Thank you for your hard work and commitment to continuous improvement. I look forward to 

supporting you on your professional journey. 

Sincerely, 

[Manager Name] 

[Manager Title] 


